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January 25, 1963 




memorandum ro HEADS OF DEPARTMENTS and agencies 


We Wish to draw your personal attention to the subject of su^er 
temporary employment in the Washington area. 

Mph^'h P i lami a d carried out > a Program for summer employment of 
high school and college students can be a source of effective man- 

student^ ^ Federal Government as well as an opportunity to provide 
tbe d ? a" 3 valuable Lnsi S ht into the workings and problems of 

the^ Federal government. If, on the other hand, the program is not 

y nandled » lt can result in inefficiency, poor use of public funds 
and unrewarding experiences for these young people. ’ 

On the whole we believe the advantages to the Government of continuing 
the program for summer employment outweigh criticisms which have at § 
times been raised. It should be clear, however, that in every case 
summer employment has a purpose and reflects a need on the part of 
the employing agency. In general, the employment of students during 

tpe summer sho \ ld follow the same critical standards of need, selection 

and placement which apply to other hirings. ~ * 

Particular care should be taken to assure that summer student employees 
are affordeu genuine opportunities to observe the processes of govern- 
ment, that they derive the maximum benefit from their experience, and 
that they are given conscientious and interested supervision, to the 
end that even though they may not choose a government career thev will 
carry over insights into the problems and operations of the Federal 
government which will make them better citizens. 

In order to accomplish these objectives, each agency should have a 
definite plan for summer employment in the Washington area, reflecting 
its needs, workloads, and staffing objectives. It should include pro- 
vision for the orientation and supervision of student employees. It 
should ensure that each summer student employee will* have a* definite 
assignment which will occupy him fully and productively. 
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You are requested to furnish the Civil Service Commission with a 
description of your plans for summer employment of students in the 
Washington area for 1963. The statement should reflect your noicies 
on the use of summer help in terms of the guidelines herein expressed 
It should include estimates of the number and kinds of students you 
anticipate hiring, respectively, for seasonal work, replacement of 
regular employees on leave, or in-service training. This statement 
should be supplied by February 15, 1963. 

Sincerely yours, 


(Chairman 
Civil Service 


Lssion 


Director 

Bureau of the Budget 
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Mr. Lyman B. Kirkpatrick 
Executive Director 
Central Intelligence Agency 
Washington 25, D. C. 

Dear Lyman 

It was very thoughtful of you to write as you did January 8. 

It would be exceedingly helpful to the Commissioners and to 
the Executive Director to have a session with you and to learn 
more about the functions and operations of your organization. 

I have felt that through lack of knowledge the Commission has 
not been able to assist the Agency as fully as possible or to 
represent it with respect to Government -wide personnel 
policies . 

I have checked with Fred Lawton, Bob Hampton, and Warren Irons 
as to a mutually convenient date and we join in accepting your 
invitation for lunch and a visit and suggest as a possible 
time Tuesday, January 29. Please call me and let me know 
whether this is a time which is convenient for you . 

Looking forward to further productive association with you. 


Sincerelv vnurs 
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17 January 1963 



Mr. John W. Maey# Jr\ 

Chairman \ 

U. S. Civil Service Commission 
Washington, D.C. \ 

Dear John: \ 

W. itl ot \ conc.mlag lunch. 

vxwl^d ? 11° “’• <Us '- •*» «« d.llght.d that 

yon and Mosers. Lawton, Hampton and Irons will be ioinina »• 

lu r h ** - 

th a briefing on the organisation of theNAgency and on oar 
personnel management and career servic^irogram We will 
make the briefing short and tailored ortmaSlv t^^ . 
a base for questions to follow. Oar time wmVbe vonr tL^i 
**gard, and we will be delighted to spend as mkch time as vou * 

aWut^OO 011 ^ WU1 * enerall y tailor it fL wind-up at 

about 2:00 and questions can go on indefinitely. P 

always!**^** * ** 29th * Witfa ^ best \h.s as 


Sincerely youri 


Lyman B. Kirkpatrick 
Xxncutive Director 

ExDir:LBK:drm 

Distribution: 


1 - O/DGf- 
1 - 

l V ER; 1 - ExDir w 
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8 January 1963 


Mr. John W. .Macy / J r . 

Chairman, United States 
Civil Service Commission 
Washington 25, D. C. 

Dear Mr. Macy: 

Officers 1 group AirU? Fo^tlol^d 1 !* 1 ^? °J ►*? E ** Cutive 

know how much I eniov*d „„„ ndAtion * and I wanted to let you 

to ma that at an 11 occu ”'0 

»nd Warren Iron,, might Ilka to com7„ r* 0 '.* 1 ” oth,r commiaaionera 

Aganoy building for luf^ .nd to rZVtLTS' * g “?£” of ,h> 
our senior officers with mhi-- *v acquaintances with some of 

* would give m C .*7.a* pl.:^r. ‘~*~&**. 

nation and functions g * Y bri efing on our d^ani- 

With very best wishes. ^ 




LBK:kg 

Distribution: 

Orig & l . Addressee 
X 1 ER 

1 - Exec Director 


Sincerely ours. 


Lyman B. Kirkpatrick 
Executive Director 
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STAT 


Mr - John W. Macv T*. 0 ' 
Ctairman, United We 

iv Ci Z Servic « Commission 
Washington 25, B, C. 

D *ar Mr. Macy: 


s p “• c ~" p aaaraa- — - 

CcL^-c *hedui*d fo ]%^ C b ^ l ® 3 ^ Management 

* v 


STAT 


4704. 

mak<t i UO<tftr 0rd | a *« < y circumstances t at. , - 

available for this cl / * houlci fe e only too glad to 

Personally would be very oil / conference which I know hLk 

®nc* coincides with whJ gl ?, Z° * ttend - Unfortunately .k that 
aictivitv fn-w aL ♦ will ^ p®2*ioH conjfei*-. 

mty for thl * Agency, fii. * * P ® riod of rather intense 


— w; ;?2 r 8l r,\ to a,,e " d ' TwrWwT that he 

any " ent I ' * «>• fcrW ° on '/„ : in ** n *“ ‘■«‘««ary 

«/. r..l „ C ,° mpUx prM *». ^Ubd Wh^ bUd * ,t - " hi <* 1* In 

resm^ of ^ uumbfii* ^ Wthsr cotripIicatnH 

It ^ ' .V 8 " lD th ' A *»ncy., y ' ir 

particular time m ? * herefor «. be very diffiLit r U ° a and 

•» of , Mi mcull | fo fu . , t thl> 


P**rUcul„ time to tlepriv.ou ‘JZT ^ — 

P«..™u*y 2 no, C b. r *W 8 to‘ ^° th to m * * nd '» 

^ .. . 0 i®t® your i .. - - T . ^ 


|aervic#s, even 


. - 7 ne wul not be ahiT^ 7 — w ana to 

the. Agency sincerely aea * * att * nd the meeting* >wi 

ctat L^,- . " appreciate your intr4»«*4 Both he and 

STAT I [participation .imu.r me.tta ” " Ki hop * '<■*' Mr. 

8 Ca ” *" arran 8 *b in the future. 


COMFT:JAB/ert 
X"*°-LBK/ rkg<23 
Distribution: 


aug 62) 

° &1 " Ad dressee 

1 " Ex ecutive Director 


Sincerely youri 


(sides'. L-:n- - . -, 

P — » w. is. -f --.wH - 

L r nan B - Kirkpatrick 
Executive Director 


^ * E)R , 

1 - Comptroller 


ro 




I 


c 4 . 
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UNITED STATES CIVIL SERVICE COMMISSION 

WASHINGTON 25, D.C. 

August 13 , 1962 


live Registry 


IN REPLY PLEASE REFER TO 


YOUR REFERENCE 


Honorable John A. McCone 
Director 

Central Intelligence Agency 
Washington 25 , D.C. 

L 


STAT 


Dear Mr. McCone: 

I am pleased to invite L P 

with me in the second financial Mana^n^ n ° fflCe to P arfc icipate 

September 23-27 1962 Thi« r- e ® Conference, scheduled for 

Conmission last* Sept ember^ha^oroved^n *>F «» Civil Service 

Federal agency controllers and valuable opportunity for 

the developments in their field. * S nancia l officials to explore 

^K:S“„ne^«t^e:Tthe ti0 " ?' th * di 8 “°S“‘ 8ba <> advisory 
will be on manager ia 1 oresl eh iTT T grOUp - Its ^ or a »P baa te 
planning for future conditions Ind P^ogjam need ^aSc iL 110 ““ f " ^ ““ 

m^Ls 1 orMgln“atf“ra^d Pr the“eople <l trthe^ f “if ' 1 !! 8 -I? 

emong the eminent discussionleaXt^ 2n deaT^^e’^ 1 * 

^^dS^se^erlT TtS, 7TT T*"*” 23 > 

S“:'tSX r 

agen!Lrwill C be f asked S tfshlrf 

norma^residential Set's ! 5 *" ^ ° f 2 . ^wUh' 

Would you let me know before August 27 whetherl I 

(Code 129 , extension 3255 ). Office of Career Development 

Sincerely yours, 

(/John W. Macy, Jf}/ 

Chairman V 
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M If 62 


United State* Civil Service , , ’? 

Dear Sir: 


TATOTHR 


TATOTHR 


STATOT 


referred the St*?” 1 

‘Mi«s £^rs!s». 

•erved under my overall command!**** **** ° n ‘ ****** *• F«riod he 

faithfully yours, 


MSC:bec 

Orig &i - Addressee 
1 - DDCI 
- ER 


Marshall S. Carter 
Lieutenant General, USA 
Deputy Director 


m 'l A.J ( s< ’■ : 




S'J X 

V 
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.Executive Ragistiv 

22 


II July 1962 


Assistant Commandant 
Army Air 0aieu« School 
Fort fiUu« Texas 

Dear Sir: 



STATOTHR 


The Civil Service Commission has been informed of this referral. 


Sincerely, 


MSCrbec 


Orig&l-Adse 
1 - DDCI 
ER 


■Executive Assistant 


STATl 


Approved For Release 2002/07/29 : CIA-RDP80B01676R0028001 10004-8 





Approv^j|or Release 2002/07/29 : GIA-RDP80BM676R0028001 10004-8 


Executive Registry 


united states civil service commission 

•UKtAU Of RECRUITING AND EXAMINING 

WASHINGTON M, O. C. 


Lt.Gen Marshall S« Carter 
Deputy Director 
Central Intelligence Agency 
Washington 25, D. C. 


JW.12 .in. 

m 12 m 

QUALIFICATIONS INQUIRY: 

Administrative and Management 
Positions 


Name of Applicant: 


STATOTHR 


Dear Sir: 

The applicant named above has applied for administrative and nTmafluinnt 
positions In the Federal service. These positions are in various Federal 
agencies and involve responsibility for the planning and administration of 
major segments of Federal programs. Since these positions are important to 
the efficient operation of the Government, it is essential that me have in- 
formation about the qualifications of those being considered. As gap who la 
familiar with the applicant, we earnestly request your frank and objective 
evaluation of his qualifications. The information you furnish will be kept 
in confidence and will be made available only to civil service examiners and 
agency appointing officers. 

If you are unable to give the information requested, please so indicate 
and return this questionnaire. If possible, please provide the names and 
current addresses of others who are in a position to .evaluate the applicant's 
auali f i cat ions . 

A return addressed envelope, which requires no stamp, is en closed for 
your convenience. A prosit reply, within two weeks, will be appreciated. 


Enclosure 
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0k. «Wow and when did you knew thie uppHemt? 


| 1 A* bis employer or supervisor . 


n As hls fellow-worker 
I 1 As Us subordinate . . 


j 1 Other (Specify). 


b. Nsete and address of business or «|Mintks in which you were associated with the applicant. 


c. Kind of hweiseas or organization. 


d. Applicant's official title and position is the 
organization. 


Grade (if Federal) 


f. Salary 


. .i . 1 ■ 1 

2. a. What were Us primary fanctions? (e.g., budget management, personnel administration, procedures analysis, public 
relations, pwchaUng, financial analysis, production management, accounting.) 


b. What, in brief, were his duties? 


^ pnscrrlht typ icfl pwjrote or esUgniaeaSs he performed and indicate extent of his responsibility or authority for in- 

d e p en dent action. 


* by <**mm*» rnmmm m Mim -,, 

! •WMy. f Com par * him tei*t oli other people ya nk m* foam 
S or ralatimify the urn amora l of trai l i n g ami txp trt mo o.) 




K. Ability to plan asd organise (#.*., does h* produce original ideas; cm he dia- 
ortatooto between important matter* and minor detail*; does he consider and 
••W alternative#; do hi* plan* and ideas prove successful; does he foresee 
the implications of a com* of action.) 


B. Ability to direct and coordinate (o»g., can he make decisions; can he apply his 
haevtodge to the notation of atttaaf operating problems; can hs odotiol s cos* , 
plan organisation dealing with several functions.) 


C. Ability to cooperate with and obtain tbs coopsntion of others (e.g., is there 
' fliwd —eels In his er gsnta st io s ; do hie eebqrdlaatee respect Us Inadgrahjp; 

* debts sagartaar display osnfidaaoa Is Me Utdsreblpi daae he stcdfofoHfffcm : 


R Ahtltty to saparvias end develop a staff (*.«,, are pragma* he iifff SWtgl I ■fga* , y 
dNttii^lNiHrto pa t a wor fc group tato product loa to e ■ b a at W > ;I Wi 1b e 

r s no gai vw and provide for the traislag n eeded by his employee*,) : 


E. Ability to operate through effective delegatiee of authority (*.g.,4o##he t 
delegate aathortty aed maintain control; do Ue aahordtnatoa undatetaad ffhet 
they ahoald do; does he know what fees art in fcia organization.) 


P. Ability to express himaolf orally (e.g. v cafe he sxpcess hia Ideaa orally In a 
clear and conciee mannas; -appropria t ene ss of language; delivery.) 


G. Ability to oxpraas himself in writing (e.g, t ip hie writing concise and to the 
point; is he gramm atical; is his vocabulary adequate and is bis choice of words 
apptopritie.) -v 


H. Ability to deal with groups (e.g., cm he deliver a good speech; can he lead 
rn a f araucea; one he headle e c o nt rove rsia l subject before e group with divided 
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Qy*» □»* 


4. (A) Do you have any reason to qiteSt&ftttvi* person's i«y«Hy tothe United States? 

(B) Do you hove eny reason to believe this person belong*, or has belonged, to any communist et l 

tto*. o» to any organization which advocates overthrowing or altering our Constitutional Fsm of fiwstMMl iy 
fssos or other illegal means? q j^ llhi 

(C) To your knowledge does this person associate, or has he associated, with any person whose loyalty to the 
United States is questionable or who belongs to any of the types of organisation described is (B) si s e n ? 

□ Y#s 

(D) Do you have knowledge of any behavior, activities, or associations which tend to show that this parson is 

not reliable, honest, trustworthy, and of good conduct and character? , , 

□yss n»* 

If your answer to any of these questions is “Yes,” please give full details under Item 9 below. 



7. To your knowledge bas he ever been discharged or hes he resigned from 
or work was not satisfactory? i — » Ye8 i — i No 

If your answer is: “Yes,” please give: 
a. Name and address of employer: 


b. Re a son for discharge or resignation: 


ay emplo y m ent after I 


, told his 


***** 


S. Are there any areas of uncertainty in your mind with respect to any of the questions yon < 
think the Civil Service Commission should look into? 


9. Pleese use this space nod addit ional sheets necessary bur listing the names and addresses of others who can evsle- 
ate the applicant's qua] if icat Setts, additional pertinent information, and any further explanation you may wish to make 
in co nn ection with your answers to the above questions. 






1 




:.4fUfe 


